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Deputy Director (Administration) 2 September 1953

ELEMENTS OF PROJECT

[:I(l) Organization [2(3) Procedures [:](5) Work Measurement (7) System & Egquipment
[ 1(2) staffing i (4) Reporting [ X Jt6) Records & Files [ X 81 staff Study

TITLE OF PROVECT

Reproduction Facilities for OCD

BRIEF DESCRIPTION OF PROJVECT

To recommend the most feasible method of rendering support to OCD in the
microfilming, development, reading and printing of intelligence documents;
and, to recommend allocations of responsibility and locations regarding
reproduction equipment deemed necessary.

9/9/53 - 5% complete. This project has been delayed somewhat because of
, our work on management improvement report.

9/16/53 - 40% complete. Fact finding proceeding. This project delayed in
order to coordinate annuasl wmanagement improvement
report.

9/23/53 - 70% cowplete. Draft of study in process of preparation.

9/30/53 - 85% complete. Recommendations being written

10/7/53 - 90% complete. Draft completed.

10/21/53 - 95% complete. Staff study completed and awaiting concurrences.

| Is to be used by the DD/I in current hearings before
1 the Bureau of the Budget.

10/28/53 - 95% complete. In process of coordinstion. Checks of certain
figures being made to insure consideration of ob-
Jections raised by General Services.

11/4/53 - 95% complete. Additional checks being made as reguested by

/ General Services. None of these hese changed any of
the recommendations contained in the study. Study
should be submitted in final form next week.

11/12/53 - 95% complete. Probably wlll be completed today during a weeting
called by Acting DD/A.

11718/53 - 100% comwpleted.
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Deputy Director (Administration)

BRIEF DESCR!PTION OF PROJECT

A detailed study was made in order to determine the best method for micro-
filming, developing, viewing and printing intelligence documents handled by
0CD, and the best physical and organizational location of personnel and facilie
ties therefor, The study covered the present OCD=General Services system, time
element, costs, services provided; the system proposed by OCD, comparative
time and cost factors, the conversion time and costs, the estimated savings and
improvement in services,

IMMED | ATE RESULTS ACCOMPLISHED

The Acting Deputy Director (Administration) instructed 1) OCD to install
the proposed system as outlined in Tab C of the 0&M Staff Study, 2) the Assistant
25X1A6a to the DD/I (Admin) to make the necessary funds available for the remainder
of FY 1 General Services to approve installation of equipment at 350

» 88 soon as they have tested new equipment involved, and to
Q- make the necessary alteration to the building; and L) 0&M to watch the conver=
sion process and report its program to the DD/A periodically,

—

RECOMMENDED FUTURE ACTION

04M should follow the conversion process continually and consult with OCD
on procedures to be used, transfers and savings of personnel resulting from
the new system, systematic reduction of space requirements as files are re-
tired, effectiveness of more rapid service to researchers, .~ '
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